
A quick “how-to” for employees and visitors



Step 1:  Finding TRAIN

http://esh.fnal.gov/xms/training

•Start at the ES&H 
Section’s home page 
(see URL at bottom 
of slide)

•Click “Training 
Page”

http://esh.fnal.gov/xms/
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Step2:  ES&H Training

•Click on  
“Individual 
Training Plans”



Step2:  Employee Training Center

•Click on  
“Individual 
Training Plans”



Step 3:  Individual Training Plans

•Enter  your   Fermi 
ID, select appropriate 
type (Employee, 
Visitor, etc.)

•Click SUBMIT to 
view your Individual 
Training Plan

Option 1:  Defaults to ITS – a 
summary of all training 
regardless of its status 



Training Plans

•Enter  your   Fermi 
ID, select appropriate 
type (Employee, 
Visitor, etc.)

•Click SUBMIT to 
view your Individual 
Training Plan

Option 2:  Sorting options 
– Defaults to Course tile 
and Complete Date



Training Plans

•Enter  your   Fermi 
ID, select appropriate 
type (Employee, 
Visitor, etc.)

•Click SUBMIT to 
view your Individual 
Training Plan Option 3:  Include 

Qualifications –
Respirator Fit test, ODH 
Medical, etc.
Defaults to YES



Training Plans

•Enter  your   Fermi 
ID, select appropriate 
type (Employee, 
Visitor, etc.)

•Click SUBMIT to 
view your Individual 
Training Plan

Option 4:  Suppress 
inactive training or 
discontinued courses.  
Defaults to suppressing 
discontinued courses.



Training Plans

•Enter  your   Fermi 
ID, select appropriate 
type (Employee, 
Visitor, etc.)

•Click SUBMIT to 
view your Individual 
Training Plan

Option 5: Supervisor’s 
Report – check the box, 
put supervisor’s id in at 
top, and submit.  Report 
includes ALL employee 
Training Plans that 
supervisor is responsible 
for.



Training Plans – Default Report

Information at top 
describes who this 
report is about.



Training Plans – Default Report

The Course 
Code and 
Title describe 
the classes 
you have 
taken or need 
to take.



Training Plans – Default Report

The Complete Date 
describes when you took 
the associated course, 
and the Due Date 
describes when you’ll 
need to take it again.  

Courses that show no 
Due Date are typically 
courses that are not 
required to be repeated.



Training Plans – Default Report

The Status column 
describes the status of 
the course with respect 
to this report.  

COMPLETE:  A course which has been completed on the 
indicated Complete Date.

INACTIVE:  A course that was completed on the Complete 
Date, but is NOT required by the person’s Individual Training 
Needs Assessment (ITNA).

NEW REQUIREMENT:  A course that has not been completed, 
but is identified as needed training in the person’s ITNA.

Other  Status Possibilities Not Shown:
•Past Due – training was not completed before the Due Date 
shown
•Due in X days – the training Due Date is approaching in X 
number of days.



Training Plans – Default Report

The Class Code shows 
the roster, date, and time 
for the specific class this 
person attended.



Step 4:  Employee Training Center, 
Continued Individual Training Needs Assessment (ITNA) Tutorial - a slide 

presentation describing how to complete the ITNA process.

What can TRAIN do for you? – the slide presentation you are currently 
viewing that describes how employees may utilize TRAIN.

ITNA – A link to the ITNA questionnaire.

Training Calendar - view the monthly ES&H class schedule in calendar 
format.

Class Schedule – Click here, enter your Fermi ID, submit, and the 
scheduled courses are shown in list format.

Course Handout Material – Many courses have associated training 
materials.  Find those resources here.

Enrollment Schedule – Enter any ID to find out courses to which it has 
been enrolled.

Online Testing Center – Select course, and enter ID complete training 
online (when available).

Training Attendance Form – Sign-in sheet for classroom training 
attendance.



Calendar



Class Schedule

NOTE:  If the class you 
need to take is not 
scheduled, do not hesitate 
to request it via “Find 
Unscheduled Courses” 
link, or by emailing the 
associated contact.



Course Handout Material



Online Testing Center



Enrollment Schedule



Step 5:  Any Questions??
 Contact your D/S/C’s ES&H Group for help!


